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) -t REQUEST FOR RECORDS RETENTIOI\

'rchM HR-RM 1
7 (8-60)
H To bc_ .bmitted to the Records Manogemcnt( ‘ision
oll of .Re.cordl Holl of R ds C PAGE
Commission . ‘ oll of Records om::mssnon NO. 1. /
1. Requesting Agency . 2. Division or Bureau of Requesting Agency
@ DEPARTINT CF MENTAL NYGIENE 3 SPRING GROVE STATE HOSPITAL

3. Authorization Requested (Check only one of the squares below)

Cc . ‘
Establish retention schedule for .re- | Microfilm and destroy originals.
Originals if not microfilmed would be

A .
Dispose of present accumulation. No .
odditiona! occumulation is ontici- - cords for which there is a continuing |

accumulation. The records will cease to - retained for the period of time indicated.

poted. Records have ceased to hove value
to warrant retentnon . have value to warrant their retention ofter
- the period of time indicated. .
4, 5. Description of Records " {6. Recommendation -
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
N work or activity to which the records relofe inclusive dctas and quantlty - land Board of Publlc
0. (cubnc or linear feet). Show recommended retention period. - Works.

1. | EPIOYEE X-RAYS
. Siza: Approxe 15" x UM (X-ray size)
Dategs 1948 « =
Quantitys Scparated employces = L drewers & 6 lj.near fect
-+ Active erplcyses = 22 ‘linear feod o

o Total, LO cubde feet
Filo Arrangement: Humerical by case nmber I
Ammual Accumilaticns L cubic feot: (ests) - : »
Disposablo Amounts 20 cublc feeb' (est.) ' :
Index: ledical charta :
' : Thic £ile ic ccw)omd of Y=roy ncga‘cives prenared end £11c4 by the
Hospital for currerzt and soparated hospital employces. The ma;]ority
-ave chest X-ray3 bubt scne chow othex parts of the body x':hich.hava
"~ been injured or fractured, Usual procedurs is to malke and file -
chest X-rays of ecuch erployes initially end then upon request,
usually once a yeare Consoquently, tho envelope £or each employee
may contain X-rays and X-ray Reports covering a period of many yearsh
With a fow evceptions thoso chest X-roys show negative findings. -
X-rzys for scparaicd crmloyees are maintained in a file scparate
The outgide of each

from that meintoined for cwront employees.
envelope shows caso nwdber, individual's namo, dates of various X-

rays, and the pert of the body Xe-rayede In conjuicticn with the
preparation end onolysis of cach X-roy, an X-ray Repert is prepared
in triplicate cnd distributed as follouws: oxriginal to indivicualls
personnel folder (Cornissioner of Persomnel), first carbon to

erployeots nodical record foldsr, and the second carbon filed with
X-ray in the individual's crmalopo. .
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Disoosal Authorized as Indlcoted in Col. 6 by Board of
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-, i1 of Records i ) (Continuation Sheet) ( B ) PAGE 2
Commission - . .- NP, .
- 5. Description of Records 6 Recommendation
of Hall of Records

4, -

8

Describe records accurately Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates,” and quantity
(cubic or linear feet). Show recommended retention period

and Board of Public
Works

4

A

Be

The X-ray Report gives ths individual's name, case nmuder, the
date of the X-ray, and a sumnry of the analysis of the X-ray.
The recomendations below apply to the X-rays and the Reports
which are filed with them, -
RECOIZENDATION: CURRENT EMPIOYEES: - _
1, Negative chest X-rays: RETAIN I'DIVIDUAL X-RAYS UNTIL RE-

v

Positive chest X-rays: and Injury X-rays:
UNTIIL EMPIOYELR!S SEPARATION AND FOR THRCE YEARS THEREAFTER.

THEN DESTROY. ]
RECOMMENDATIONs SEPARATED EMPLOYEESs

Fegative chest X-rayss RETAIN TAST X-RAY FOR THREE YEARS
AFTER DATE OF SZPARATICN, THEN DESTROY, >

Positive chest X-rays,and Injury Xe-rayss RETAIN FOR THREB

2.

1,

.

PLACED BY A SUBSEQUENT X«RAY (RETAIN ONIY THE LATEST X-RAY).
RETAIN ALL X-rays

APPROVED
HALL OF RECORDS COMMISSION

2,
- YBARS AFTCR! DATE OF SEPARATION AlD THEN DESTROY,
- NIRERISRVED 7
PATIITIT X-RAYS : /&/l l‘n.)K D 13Y
~.BTARD CF|PUBLIC WORKS
Siza: Approxz. 15¢ x U (I-ray size)
Dates: 1948 = = ' JUL 10 1961
Quantity: 28 dramers (84 cubic feet) I
File Arrangements Nm:zzrical by cas? mmi))er /‘4
Amual Accumlationg cuble feot (est.
Index: lodical charts —= “m%g/amr‘

This £ile is cormosed of X-Ray negatives prepared and filed by
the Hospltal for its patients, Tho majority are chost X-rays

fractured,

of varioug X-rays, and the part of the body X=-rayod.

an X=ray Ropart is prepared in quadruplicate and distributed
as followss

carbon to the diasnosis fila,
then an X-ray is positive, tho

but some showr other parts of iho body tfiich have been injured or
Depanding upon hoir long a patient remains in thoe Hose
pital, his X-ray cnvelope may contain ons or more Xe-rays and X-ray

In the event of a patient's death, ths envelope contain-

Reports.
ing his X-rays is placed in a separate file, . The outeide of each
envelope shors the case mumber, the individualta name, the dates

In conjunction with the mreparation and analysis of each X-ray,

ariginal to medical record foldor, first carbon to

patientts uward, sccond carbon to X-ray envelope, cnd ths third
The X=roy hoport gives the indi-

vidualts name, case nurber, the date of tho X-ray, and a swmary

of.the analyais cf tho X-ray.
patient and his X-rays aro transferrcd to Springficld State liospi-

tal vhere mental-tubercular patients are treateds Tho recammcnda-

At
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of Records ’ (Continuation Sheet) . PAGE u

—ommission NO. 3. ‘
5. Description of Records 6. Recommendation

4’ Describe records accurately. Include ttle, form number, size of documents, of Hall of Records

ltem work or activity to which the records relate, inclusive dates, and quantity and Board of Public

No. (cubic or hnear feet). Show recommended retention period. Works.

thmaixﬂnwtqmmrto1&92Hnumtuﬂﬁﬁnib¢qyﬂepn¢siﬁluiutﬂ;
them, . . .

A, RECOMMEIDATION: PATIENIS TISCHARGED =

1, Negative chest X-rays = RETAIN IAST X-RAY FOR FIVE YEARS
AFTER DATE OF DISCHARGE. THEN DESTROY.

t -

_SION

"
L]

2, Positive chest X-rays and Injury X-rays = RETAIN ALL X-RAYS
MFIVEIEARSAFTERDATEOFDISGHAWEE AID THEN DESTROY.

Be RECOM/ENDATION: PATIENTS DECEASED IN HOSPITAL

APPROVED
HALL OF RECORDS COMM!

1, Nepative and positlve chest X-rays and Injury X-rays =
RETAJI\IF&ITHREE!EARSAFTERDATEOF DEATH. THEN DESTROY.
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